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The Administrative Officer of the Training Staff is under the supervision of the
The duties of the Administrative Officer are as follows:

He is the Property and Supply Officer for the Training Staffe
He is the Security Officer for the Training Staff.

Under the supervision of the Chief, Training Staff, he prepares budgets for the
Training Staff, for both vouchered and unvouchered funds.,

He supervises the handling, security and spending ‘of all unvouchered funds assignef
to the Training Staff and, in particular, is responsible for all payments teo
covert tutors and appraisers.

He assists the Chief, Training Staff, in preparing for his signature plans which
involve important changes in the physical set-up or office administrestion of
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He assists the Chief Instructor, Administrative Training, and lectures on
administrative subjects in both the Orientation and the Field Administration
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When called upon, he security briefs 0SO personnel who attend a)

) commercial language
schoolse
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He is responsible for all administrative matters concerning persons in the
Trainee Pool while they are assigned to the Training Staff,

As instructed by the Chief, Trairing Staff, he prepares memoranda and le tters
to other units of 050, and directives and bulletins to members of the Training
Staff,

In carrying out these dufiies, he supervises and directs the work activitiesof
an administrative assistant and a clerk—stenographer,_and coordinates the work of
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the other clerical employees of the Training Staff.

CONFIDENTIAL

Approved For Release 2001/07/23 : CIA-RDP54-00252A000100020006-1




